( Reaffirmed 2003 )

IS : 6298 - 1971

Indian Standard
GUIDE FOR SELECTION OF TYPE AND PAGE LAYOUT IN TEXTBOOKS
Documentation Sectional-Committee,
Chairman
SHRI B. S. KESAVAN National Library Belvedere, Calcutta 27 Members RePresenting All India Federation of Master Printers, Bombay MR N. J. ARDESHIR SHRI R. VENKATEBWARAN ( Alternate ) National Council of Educational Research Training_ ( . Publication Unit 1, I. New Delhi

EC 2

SHRI N. CHAKRAVARTTY

&

Printing & Stationery Department, Government of Uttar Pradesh Chief Controller of Printing & Stationery, New SHRI A. C. DAS GUPTA Delhi SHRI P. S. RAMACHANDRAN ( Alternate ) Sree Saraswaty Press Limited, Calcutta SHRI S. N. GUHA RAY National Archives of India, New Delhi SHRI R. C. GUPTA SHRI R. KISHORE ( Alternate ) University Grants Commission, New Delhi DR R. Cl. GUPTA SHRI Y. D. SHAR~A ( Alternute ) Central Board of Irrigation & Power, New Delhi SHRI I. P. KAPILA Directorate of Printing & Stationery, Government SHRI B. W. KHADILKAR of Maharashtra SHRI S. A. SAPRE ( Alternate ) Indi~elhlouncil of Agricultural Research, New SHRI KRISHAN KUMAR
SHRI

SHRI C. N. RAO (Alternate ) SHRI A. DAR

R. KRISHNAXOORTHI
SHRI K. S. RANADE ( Alternate)

Indian Academy Bangalore

of

Printing

&

Graphic

Arts,

SHRI A.KRISHNAMURTHI
DR S. D. LIMAYE SHRI U. K. MALLYA SHRI J. C. MEHTA COL B. T. NAQRANI SHRI A. K. ABROL ( Alternate)

Publications & Information Directorate ( CSIR ), New Delhi Technical Commission for Scientific & Technical Terminology ( Ministry of Education & Social Welfare ), New Delhi National Book Trust. New Delhi Indian Library Association, Delhi Institution of Engineers ( India), Calcutta ( Continued on page 2 )

INDIAN
MANAK

STANDARDS
BHAVAN, 9 BAHADUR NEW DELHI

INSTITUTION
SHAH 1 ZAFAR MARG

( Continuedfrom

page 1 ) Rt@tstnting

Members PROFA. NEELAMEWAN

Documentation Research & Training Centre, Bangalore SHRI G. BHATTAOHARYYA ( Alternate ) National Council of Educational Research & DR M. C. PANT Training ( Department of Science Education ), New Delhi Indian National Scientific Documentation Centre SHRI S. PARTHASAR~HY ( CSIR ), New Delhi Thomson Press ( India ) Ltd, Faridabad SERI R. S. RAWAL Indian Association of Special Libraries & InformaSIIRI P. B. ROY tion Centrcs, Calcutta SHRI DHANPAT RAI ( Alternate ) Defence Scientific Information & Documentation SHRI G. S. SHARMA Centre I Ministrv of Defence ). New Delhi Office of thk Direct& of Print& Stationery & SHRI B. P. MALLARAJ URS Publications, Government of Mysore SERI D. NARASIMHAIAH ( Alternate ) Director General, ISI ( Ex-oficio Mtmbtr ) SBRI RAM D. TANEJA, Director ( Pub )

Assistant Director (Pub ), IS1

Stcrttary SHRI P. V. GOPALAERISHNAN

Production of Textbooks Subcommittee,
Convener

EC 2: 11

SHRI B. S. KESAVAN National Library Belvedere, Calcutta 27

Members
All India Federation of Master Printers, Bombay MR N. J. ARDESHIR SHRI R. VENKATESWARAN ( Alternate) Popular Book Depot, Bombay SERI SADANAND BHATKAL National Council of Educational Research & SHRI N. CHAKRAVARTTY Training ( Publication Unit ), New Delhi SHRI C. N. RAO ( Alternate ) Paper Sectional Committee, CDC 15, IS1 SHRI M. L. DUTT Sree Saraswaty Press Limited, Calcutta SHRI S. N. GUHA RAY Bata Shoe Company Pvt Ltd, Calcutta SERI DALIP KUMAR GUPTA Directorate of Printing & Stationery, Government SERI B. W. KHADILKAR of Maharashtra SHRI S. A. SAPRE ( Alternate) India;ehouncil of Agricultural Research, New SHRI KRISHAN KVMAR ( Continutd on pagt 7 )

2

IS : 6298 - 1971

Indian Standard
GUIDE FOR.SELECTION OF TYPE AND PAGE LAYOUT IN TEXTBOOKS
0. FOREWORD

on 10 September 1971, after the draft finalized by the Documentation Sectional Committee had been approved by the Executive Committee. 0.2 During the last few years, educational programmes at all levels have been considerably stepped up. This has resulted in a phenomenal expansion in textbooks production in English as well as in regional languages. These recommendations have been formulated for the guidance of authors, editors, publishers and printers so that textbooks are produced in accordance with a scheme of quality control giving sue consideration to such aspects as typography, layout and selection of paper. 0.3 The recommendations given in the guide are valid for textbooks to be read under favourable visual conditions.

0.1 This Indian Standard was adopted by the Indian Standards Institution

of paper and type and typographical layout in textbooks with respect to comprehension, readability and pregentation. The recommendations relate to textbooks printed in English to be read under normal conditions and covers pre-primary, primary, middle, and secondary/university levels which roughly correspond to the age groups under 6, 6 to 10, 11 to 13, and 14 and above, respectively. 2. FACTORS AFFECTING COMFORT OF READING

1. SCOPE 1.1 This srandard gives guidance for the selection

2.1 The typographical qualities of print that affect its legibility and comfort of reading include the following:
a) Paper: 1) Paper-print contrast, and 2) Kind and quality of paper. b) Type:
1) Type face, and 2) Size.

of print
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c) Layout of Page: 1) Print area which includes line width and depth. 2) Spacing between: i) Words, ii) Lines, iii) Paragraphs, iv) Sub-heading, v) Sub-sub-heading, 3) Margins of a page: i) Inner margin, ii) Head or top, 4) Indention. 3. PAPER
3.1 Paper-Print Contrast - Black ink conforming to IS : 5046-1968* on non-glossy white paper is a combination which provides good brightness contrast, giving higher legibility, should be preferred. For illustrated books bright, reasonably light fast colour inks are recommended.

vi) Sinkage of new chapter, vii) Chapter number and chapter heading, and viii) Chapter heading and text.

iii) Fore-edge (outer margins),and iv) Foot or bottom.

3.2 Kind of Paper Surface -The paper surface should produce very little reflection. Examples are machine finished paper ( MF ) or super calender ( SC ) paper where fine line blocks and half-tone blocks reproduce well along with textual matter. 4. TYPE Readability should be the criterion in the selection of type face and the sizes should have an appropriateness for text, heading, foot-notes and captions. As far as possible, for continued reading matter sans-serif type may be avoided. Times New Roman, Baskerville, Plantin, Bembo and Imprint types are a few of the examples recommended.
4.1 Type Face -

4.1.1 Tyke Size are given below: a) Pre-primary b) Primary

The recommended

type sizes for use in textbooks

24 pt 18 pt 14 pt 12 pt 12 pt 10 pt
ink, black, book printing.

c) Middle d) Secondary and University
*Specification for letterpress
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IS : 6298 - 1971 4.2 Selection of Type Faces - It is often best to choose the type from one family for setting a book. An effective display may be achieved by judicious selection of types from the same family. 5. LAYOUT OF A PAGE

5.1 Print Area - The print area for various sizes of textbook is given in the ` Indian Standard Guide for print area, margins and type sizes for textbooks: Part I Textbooks in English ' ( under preparation ). 5.2 Spacing 5.2.1 Between Words Appearing space shall be uniform. 5.2.2 Between Lines - It shall not exceed two points for text set up to 12 points, three points for 14 to 18 and six points or less for text set in 24 points depending on the beard of the face. 5.2.3 Between Paragrabhs Extra inter-para space may be avoided. One line of the same 5.2.4 Between Sub-heading and Sub-sub-heading point being used for the text.

5.2.5 Sinkage of New Chapter - It shall not exceed six lines of the same point being used for the text. A new chapter heading should begin from a fresh page. 5.2.6 Between Chapter Num.ber and Chapter Heading point used for the text. 5.2.7 Bettieen Chapter Heading and Text point used for the text. 5.2.8 Between Text and Folio Heading for the text. One line of the same

Up to two' lines of the same

One line of the same point used

5.3 MargiaThe dimension for margins (inside, top, outside and bottom) for different sizes of books are specified in the ` Indian Standard Guide for print area, margins and type sizes for textbooks: Part I Textbooks in English' ( under preparation ) . 5.4 Indention Indention shall be as given below: shall have 1 em space of the same body size, shall have a minimum of 2 em space `of the same shall have a minimum of 3 em space of the

4 b)

All paragraphs Sub-paragraphs size, and

Sub-sub-paragraphs c> same body size.

5

IS : 6298 - 1971 6. FOLIO HEADING 6.1 The folio heading should preferably of the page. be given at the top in the centre

6.2 The folio heading should preferably be in small caps in the same type face and point size as used for the text of the book. 7. FOOT-NOTE 7.1 Foot-note shall be set in a size two points less than the text matter with paragraph commencing with 1 em indention and subsequent lines in full measure. The foot-note shall be separated from the text by a white space equivalent to a depth of two lines.
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